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GENERAL

This regulation provides for a contimuing Agency Records Management
Program to control and improve records from their creation eor receipt
t6 their disposition. It iz based on the Federal Records Act of 1950
and other epplicable statutes and regulations.
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Records Management Progrem shell consist of the following elements:

Reports Management - The aralysis, improvewent, and control of
sdwinistrative reporting.

Correspondence Managewent - The application of ilmproved uniform
ptyle standards ard procedures for the preparation and handling
of correspondence.

Formss Manmgement - The analyeis, design, and control of forms.

File Standards - The sstablishwent of standard procedures,
equipment, and supplles for file maintenance.

Records Systems - The applicetion of improved systews and equip-
went to fmeilitete records operations.

Records Disposition - The econoeical and systematic disposition
of Agency records including their preservetion, retention, trans-
fer, and disposal according to approved schedules.

Yetal Materials - The timely selection, transfer to, and waintenance
in a repository, of records essential %o ogperation of the Agency in
&N eweTZEncy.

POLICIEB
mé Agency Records Hanegement Program shall be administered by the
Deputy Director {Support), Deputy Director {Intelligence) and

Deputy Director {Plans) on a decentralized basis {n mcoordance with
the following policles:
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(1) Records shell be made and preserved to provide adequate ani
proper documentation of the organization, fumetions, policies,.
decisions, procedures, and essential transactions of the Agency.
Such vecords shall be designed to furnish the Information
pecessary to protect the legal and financlal rights of the
Gavtr;amﬁt and of persons directly affected by the Agency's
activities.

{2} Messures shall be taken to ensure that essentiaml records are
ereated and meintained by the most efficient sand econowical
wetbods. The creation of nonessential records and ummuthorized
reports and formss shall be prevented.

(3) Records essential to emergency operations of the Agency shall
be currently desposited at the relocation site,

{4) The Agency Records Center shall be the faclility for storing,
processing, and servieing Agency records, regardlesa of security
: chuiﬂca%mn or sensitivity, which are no longer used or are
infrequently needed in the conduet of cwrrent business. The
Center will also serve as the Agency archival faecility.

- {3} Records control echedules simll be developed tc identify ard
preserve records of permapent value; to provide for the
scheduled removal of moneurrent records from office apace and
£111ng equipment to economical Records Center stormge; and to
yrgv‘!. e for the scheduled deastruction of records of temporary
velue.,

4., RESPOESIBILITIES

8. The Chief, Manosgewent Staff, serves as Agemcy Records Offlcer and
Avehivist. As wuch, he is responsible for:

(1) mrect.ing and coordinating the Agency Records Menmgeument Program
by providing basic plans, policies, procedures, and staff guidance.

(2) Providing forms anelysis, design, and reference services ingluding
the spproval of nev or revised formes and requests for reprints.

{3) Beviewing and approvisg records control schedules and requests
for equipwent, services and supplies to the extent necesssry to
gssure complisnce with progrew requirements.

{5) Technically supervising Records Center and Vitel Meterials
Repository operations.

{5) Meintaining Agency liaison with the Natiomsl Archives and
Records Bervice, Gemeral Services Adwinistration, and other
Federal and private organizations, on all records management
satters, including obteining Congressionsl suthorizations for
the retention and disposel of records.
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| {6} Review of the component Records Maragewent progreams to promote
their effectivences.

b. ‘The Deputy Directors or thelr deslignees are responsible for:

{1} Establishing and weintaining Records Menegement programs in

accordance with mgx;irementa and procedures prowulgated by
' the Management Staff.

ne in welting to the Chief, Managewent Staff, the
(2) ﬁ:ﬁgﬁ wgo villnga relpomible’for sdninistering thelr
recoris sanagewment programus.
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